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1 ANNOUNCEMENT AND SPECIAL INFORMATION

Bidders are required to read and understand all information contained within this entire bid package.  The Competitive Procurement Standards, which are referred to in this bid package are not automatically printed or sent out with this IFB.  By responding to this IFB the bidder agrees to read and understand these documents.  These documents are available on our website at http://www.ga.wa.gov/pca/cps.htm. 
In support of the State’s economic and environmental goals, we encourage you to consider the following elements in responding to our bids.  These are not a factor of award (unless otherwise specified in this document):
· Using environmentally preferable products and products that exceed EPA guidelines

· Supporting a diverse supplier pool, including small, minority, and women-owned firms

1.1 PUBLIC DISCLOSURE
Bid information, including price sheets, will not be available for public disclosure until after award of the contract.  At the time of bid opening, only the name of the bidder and time of bid receipt will be read aloud.

1.2 SCOPE

1.2.1 Purpose. The purpose of this IFB is to establish a MANDATORY multi-contractor term contract for as needed purchased services on Intrastate Relocations, Household and Office Goods.  Rates applied for services rendered will be based on Washington Utilities and Transportation Commission (WUTC) Household Goods Tariff 15-B (and subsequent issues thereof).  Pricing for services/products rendered will be based on a bottom line discount percentage subtracted from the tariff maximum band rate.  Award may go to multiple carriers in a single region; we anticipate 2 carriers per region.  There will be a maximum of six (6) regions.  Awarded carriers will be required to service all counties within the awarded region regardless of size or type of move.  After contract award the state reserves the right to remove carriers from a region and to add new carriers into a region providing the new carriers had submitted a bid meeting all of the bid requirements up to the pricing portion.
1.2.2 Background. Numerous relocations for our state contract customers have been assigned to numerous carriers based on carriers warehouse location.  History has indicated a need for more than a single carrier per region, but not for more than three carriers per region.  We want to sustain a high level quality service; with reasonable rates; and a realistic time frame may be maintained and managed in an equitable contract for all parties.  Due to the decentralization of relocation assignments the Office of State Procurement (OSP) does not have percentages of on number or type of moves to provide at this time.  As in the past, there is no guarantee on the number or size of moves that will be placed under the awarded contract.
1.2.3 Term. The awarded contract term is anticipated to be January 1, 2007 to December 31, 2009 or from date of award for a three (3)-year term with options to extend for additional term or portions.  Extensions will be subject to mutual agreement.  The total contract term may not exceed six (6)-years.

1.2.4 Pre-Bid Conference.  An optional conference to address contractual requirements will be held at the time and location indicated below.  Prospective bidders are encouraged to be present.  If changes are required as a result of the conference, written bid amendments will be issued.  If you need assistance for disabled, blind or hearing-impaired persons who wish to attend is available with pre-arrangement with Deborah Chakos.
	Pre Bid Date and Time:
	October 24, 2006, 9:00 am to Noon.

	Pre Bid Location:
	Office of State Procurement

210 11th AVE SW GA Building, Room G-3
Corner of 11th & Columbia

Olympia Washington 98504-1017

	Basics:
	Bring business card.  Public parking (roof top) accessed from 11th Ave. on corner of 11th & Columbia St.  Bring quarters for parking.  Conference room is on ground floor, if you enter the building from 11th Ave. take stairs or elevator down one flight.


1.2.5 Customers. Unless otherwise restricted by the IFB, customers include State agencies, Political subdivisions of Washington, Qualified Non-profit Corporations (WSPC), Institutions of higher education (e.g. College and Universities, Community and Technical Colleges) who choose not to purchase independently under RCW 23.B.10.029
Purchasing Cooperatives. While use of the contract by members of the WSPC is optional, the state encourages them to use state contracts.  Their use of the contracts may significantly increase the purchase volume.  Their orders are subject to the same contract terms, conditions and pricing as state agencies.  The state accepts no responsibility for payment by WSPC members.
Based upon contractor’s agreement, the contract will be made available to political subdivisions and non-profit organizations which are members of the State of Washington Purchasing Cooperative (WSPC).  A list of Washington members is available on the Internet http://www.ga.wa.gov/servlet/PCACoopListSv.  Contractors shall not process state contract orders from unauthorized purchasers.

Purchases by Nonprofit Corporations. Legislation allows nonprofit corporations to participate in state contracts for purchases administered by OSP.  By mutual agreement with OSP, the contractor may sell goods or services at contract pricing awarded under this contract to self certified nonprofit corporations.  Such organizations purchasing under this contract shall do so only to the extent they retain eligibility and comply with other contract and statutory provisions.  The contractor may make reasonable inquiry of credit worthiness prior to accepting orders or delivering goods or services on contract.  The state accepts no responsibility for payments by nonprofit corporations.  Their use of the contracts may significantly increase the purchase volume.  Their orders are subject to the same contract terms, conditions and pricing as state agencies.

1.2.6 Estimated Value. We estimate that purchases over the three (3)-year initial term of the contract will approximate $4,897,100.00 Estimates are based on past usage.  The State does not guarantee any minimum purchase.  Reported usage, above $1,500.00 from January 1, 2005 - June 30, 2006:

	Customer
	Excess of $99,999.00
	Customer
	Excess of $9,999.00
	Customer
	Less than $9,999.00

	Transportation
	$446,659.
	Health Dept.
	$81,714.
	Secretary of State
	$8,297.

	Political Subdivisions
	$351,990.
	Central Washington University
	$46,071.
	University of Washington
	$6,848.

	Snohomish County
	$270,332.
	Washington State University
	$28,669.
	Minority & Women Business Enterprises
	$6,416.

	Employment Security
	$129,480.
	Administration for the Courts
	$27,521.
	Superintendent of Public Instruction
	$6,180.

	General Administration
	$126,055.
	Revenue
	$27,035.
	Ecology
	$5,475.

	Attorney Generals
	$119,420.
	Health Care Authority
	$24,673.
	Financial Institutions
	$4,220.

	Corrections
	$116,940.
	Fish & Wildlife
	$22,053.
	Shoreline Community College
	$3,740.

	Information Services
	$112,368.
	Insurance Commission
	$18,020.
	Pierce College
	$3,594.

	State Patrol
	$110,285.
	Financial Management
	$16,654.
	Labor & Industries
	$3,360.

	Social & Health Services
	$107,751.
	Natural Resources
	$17,833.
	Lottery
	$3,082.

	Evergreen State College
	$105,784.
	Parks & Recreation
	$14,867.
	Public Defense
	$3,090.

	
	
	City of Tacoma
	$14,521.
	Liquor Control Board
	$3,056.

	
	
	Licensing
	$14,253.
	Gambling Commission
	$2,838.

	
	
	Auditors Office
	$13,321.
	Industrial Insurance Appeals
	$2,334.

	
	
	Administrative Hearings
	$12,443.


1.2.7 Assignment Exceptions. The state reserves the right to competitively bid intrastate relocations.  There are exceptions when customers will not be required to use the contract.  Below is a list of, but not a limitation to, relocation assignments that may be conducted through other means, than this contract:
a. Office relocations that have 200 or more staff/work station with multiple origins and/or multiple destinations

b. Office/laboratory relocations requiring special equipment (example: temperature controlled trailers, transport of hazardous or carcinogenic materials, laboratory samples, etc).

c. Intrastate relocations for Institutions of higher education (e.g. College and Universities, Community and Technical Colleges), political subdivisions, or qualified non-profit organizations.

d. Intrastate relocations that are anticipated to exceed the current sealed bid limit or are deemed by the State to be projected with new construction, or are highly sensitive, or are deemed to be overly complex.
e. Household relocation where the employee has elected to perform a self move.

f. Household relocation where a hiring agency has provided a “Lump Sum” to the employee to use for relocation purposes.

g. Household relocation where a hiring agency has provided a “Relocation Allowance” to the employee sufficient for the employee to complete their relocation.
2 CHECK LIST:
This checklist is provided for bidder's convenience only and identifies the bid documents that must be submitted with each package.  Any bid packages received without these documents may be deemed non-responsive and possibly not considered for award.

	Bid submittal entitled: Offer and Award 3.1
	

	Bid submittal entitled: Bid Information 3.2
	

	Bid submittal entitled: Warehouse photos 3.2, item 6A
	

	Bid submittal entitled: WUTC permit and Insurance Certificate 3.2, item 6D
	

	Bid submittal entitled: Price Sheet 3.3
	

	Bid submittal entitled: References 3.4; Submitted directly from customer to OSP
	


3 BID SUBMITTALS:
3.1 OFFER AND AWARD

Bidders are required to read and understand all information contained within this entire bid package.  There are some standard documents, which are referred to in this bid package that are not automatically printed or sent out with this bid.  For example, Competitive Procurement Standards (Standard Terms and Conditions, Instructions to Bidders, Definitions), Sales/Service & Subcontractor Report are binding terms of this contract.  It is important that you read and understand these documents.  These documents are available on our website at http://www.ga.wa.gov/pca/cps.htm.  If you do not have Internet access, you may contact the State Procurement Officer to obtain copies of any and all documents contained in this bid package.

STANDARD DEFINITIONS revised 06/02/03
STANDARD INSTRUCTIONS FOR BIDDERS revised 06/02/03

STANDARD TERMS AND CONDITIONS revised 07/31/06
Bidder further offers to furnish materials, equipment or services in compliance with all terms, conditions, and specifications herein including all amendments. Submitting this document with an authorized signature constitutes complete understanding and compliance with the terms and conditions and certifies that all-necessary facilities or personnel are available and established at the time of bid submittal.

	(Company Name)
	
	(Type or Print Name)

	
	
	

	(Address)
	
	(Title)

	
	
	

	(PO Box)          (Zip, if different than at street address)
	
	(Phone No.)

	
	
	

	(City)

(State)

(Zip)
	
	Email

	
	
	

	(Federal Tax Identification Number)
	
	(Bidder’s Signature)

(Date)


06506, Intrastate Relocations, Household and Office Goods

CONTRACT AWARD

(For State of Washington Use Only):
A contract is hereby awarded between the above company and the State of Washington, Office of State Procurement, Purchasing and Contract Administration, to be effective 
January 1, 2007.  This is a Partial award for Region _________________________on 06506, Intrastate Relocations, Household and Office Goods.
OSP Authorized Signatures of acceptance:
	
	
	

	Deborah Chakos, State Traffic Manager
	
	Dale Colbert, Unit Manager


3.2 BID INFORMATION 

Bidder shall complete the following:

3. Mark the following questions with a YES or a NO (do not leave blank).
	Item #
	Description
	YES
	NO

	1A
	The Washington State Purchasing (Credit) card is Visa.  Purchases paid for through the state purchasing card are subject to the prompt payment discount.  Do you accept VISA?
	
	

	1B
	Do you currently have a Washington State Business License?
	
	

	1C
	Is your firm currently certified as a small business under California Code, Title 2, and Section 1896?
	
	

	1D
	Is your firm currently certified as a Washington state small business (employees less than 50 people)?
	
	

	1E
	Is your firm certified as a Washington State Minority Business Enterprise?
	
	

	1F
	Is your firm certified as a Washington State Women Owned Business Enterprise?
	
	


4. Authorized Representative information:
	Level:
	Primary Contract – Contract Admin.
	Alternate Contact – Contract Admin.
	Customer Service / Order Placement
	Alternate Contact Customer Service

	Name:
	
	
	
	

	Title:
	
	
	
	

	Telephone:
	
	
	
	

	FAX:
	
	
	
	

	E-mail:
	
	
	
	

	WEB site:
	
	
	
	


5. Please provide address, if different from what is indicated on 3.1 Offer & Award sheet:
	Description
	Orders to be sent to:
	Billing will be from:
	Payment to be sent to:

	Attn:
	
	
	

	Street Address:
	
	
	

	Post Office Box:
	
	
	

	City State Zip:
	
	
	


6. Subcontractor Information.  Identify any subcontractors who will perform service in fulfillment of contract requirements, the nature of services to be performed, contact information, and the subcontractor’s federal tax identification (TIN) number.

	Subcontractor Name & TIN #
	Contact Person
	Phone / Email
	Service to be performed

	
	
	
	

	
	
	
	


7. Contractor must provide immediate attention to problem areas as they arise regardless of location.  Bidder’s ability to service state agencies including local sales representation may be a factor in the award.  Indicate below the names, addresses of sales representatives and their specific territories covered:

	Sales Representative:
	Office Location:
	Region Covered (Counties):

	
	
	

	
	
	

	
	
	


8. Technical Information (Weighted criteria; 40 points maximum).  On attached paper (using this numbering format), provide detailed information (as a minimum describe specific points referenced in each item) on 6A – 6D:
	Item #
	Description
	Check 

	6A
	Warehouse Information.  Include information on issues such as: Warehouse is DOD military/government certified as a storage facility.  Address location of warehouse including warehouseman contact information, size, number of bays, and number of years at site.

Describe the parameter in detail, shared yard etc.  Provide four (4) photos in a combination of warehouse facility inside/outside and its parameter.
	

	6B
	Crew & Staff Information.  Full time crew, Seasonal (with you for more than 1 peak season) crew and Administrative staff (examples: years worked with you, years of industry experience, current CDL licenses).  Include information on their experience with dispatch, damage/loss claims, making crates, and experience disassembling types of furniture.
Do you use “labor ready’ same day type staff to assist crew for relocations?  If so describe the type of situations surrounding your hire of this type of staff, how they are utilized on job sites (office, household), and what requirements they must meet in order to be used by your company.
	

	6C
	Equipment Information.  Include information on type, size, year of trucks, tractors, trailers the company owns and leases, is it maintained on site or farmed out.

Do you rent equipment (example: U-haul type) trucks to perform relocation services?  Describe the scenario where such action would be used by your company.

Provide ball park quantity of other owned equipment (excluding cardboard containers, furniture pads and rented equipment); include: book carts, computer carts, furniture dolly’s, vaults, hand-trucks, tote carts, forklifts, onsite scale (is the scale certified, inset, portable).
	

	6D
	Basic company information.  Detail such issues as type of service provided, number of years in business and under what name(s), and Insurance liability including cargo levels.  Attach a copy of your WUTC permit and a copy of your current insurance certificate.
	


9. Management Information (weighted criteria; 60 points maximum).  On attached paper (using this numbering and format), provide detailed information (at a minimum describe specific issues referenced in each item) on 7A - 7J:
	Item #
	Description
	Check 

	7A
	Describe training provided, types (examples: safety, driving, customer service, loss/damage control, and packing/loading) and extent.  Expectations upon completion of training.  Results if training is failed.  Measurements of successfully completed training. 
	

	7B
	Describe Security implemented & utilized at your company/warehouse site on inside/outside (examples: recording devices, alarm system, locking system, and secured parameter).
	

	7C
	Describe your warehouse process pertaining to inbound/outbound shipments, process for ensuring shipments are not intermixed, and tracking process of such.
	

	7D
	Site visit information.  Describe methods implemented on customer service skills including problem resolution and timeliness.
	

	Item #
	Description
	Check 

	7E
	Do you agree to provide service to Political Subdivisions who are members of the Sate of Washington Purchasing cooperative (WSPC)?  If not explain why.

Do you agree to provide service to qualified Nonprofit Corporations who are members of the State of Washington Purchasing Cooperative (WSPC)?  If not explain why.
	

	7F
	Describe your current Pest control process used to protect goods inside the warehouse, along the parameter.  Processing of received infested goods.
	

	7G
	Describe your current fire protection process used in the warehouse, and if it extends to the office area (providing the office is in a separate unattached building than the warehouse.
	

	7H
	Cost estimates.  Describe the measures relied on for accuracy of cost/weight estimates.  Percentage of estimates within 10% of actual cost/weight factors.
	

	7I
	Pack/load dates.  Describe your process, scheduling of such, methods used to determine scheduling.
	

	7J
	Window of delivery.  Excluding SIT requests, describe your process, scheduling of such, methods used to determine schedule, and percentage of accuracy for on time delivery.
	


3.3 PRICE SHEETS

	Req.

Item
	Description
	Qty
	Unit
	Offer

	1. 
	Bottom line discount offered for Intrastate (35 miles or more) and Household Good and Office shipments

	ea
	job
	Discount Percentage

_____ %

	2. 
	Bottom line discount offered for Intrastate local (less than 35 miles, hourly rated) Household Good and Office shipments

	ea
	job
	Discount Percentage

_____ %

	3. 
	Prompt Payment Discount level and terms.  
VISA payment is subject to prompt payment terms.

Prompt payment discount periods equal to (or greater than) 30 calendar days receive consideration and bid pricing will be reduced accordingly for evaluation purposes.

Customers processing payment within the offered prompt payment discount terms will receive the cost reduction, regardless of the terms (example: 1% 15 net 30, if customer processes payment to carrier within the 15 days – they are entitled to the 1% additional discount)
	ea
	job
	Discount percentage & number of days.

_____% _____ days




3.4 REFERENCES

OSP requires a minimum of five (5) current references, from serviced performed since January 2006.  OSP may NOT be used as a reference.  References shall be from the bidder’s clients who have received from the bidder repeated service/goods similar in scope to this IFB.  References are to be submitted, directly from the client to OSP.  The client may E-mail or FAX the reference in.  The references will be used in the evaluation process.  If more than five references are submitted, the evaluation will be based on the first five received.
An example of a response request cover letter you may use is:

“We are currently responding to an Office of State Procurement Invitation for Bid (IFB) for the procurement of Intrastate Relocation Services.  The emphasis is on past performance.  We are required to obtain performance information from current or former clients on the enclosed Client Reference Form.  You are herby authorized to respond to the request and submit the information directly to the Office of State Procurement via email or FAX.  Email is: CSchoep@ga.wa.gov FAX: 360-586-2426

Your assistance is greatly appreciated.  Any questions may be directed to Deborah Chakos, State Traffic Manager 360-902-7442 DChakos@ga.wa.gov”
Reference Form The Company asking you complete this form is required to have references submitted on their behalf directly from three of their customers to the Office of State Procurement (OSP).  The information obtained is used by OSP for evaluation criteria for possible contract award.  Please complete this form and submit it by November 16, 2006, 5:00 PM Pacific Standard Time via FAX 360-586-2426 or E-mail: CSchoep@ga.wa.gov
Responding For: ___________________________________________________________________________
(Name of Carrier sending you this form)

	Organization Name:
	
	Person Completing Form:
	

	Address:
	
	E-mail:
	

	City, ST, Zip:
	
	Phone:
	

	Signature (if faxing):
	
	Date:
	

	

	Please indicate type(s) of relocation service received by marking below:

	Type
	Mark
	Type
	Mark
	Type
	Mark
	Type
	Mark

	Household
	
	Storage-in-transit
	
	Office goods
	
	Internal Office Moves
	

	Historical Furnishings
	
	Auto Transportation
	
	Multi-type furniture dis/re-assembly
	
	On-site truck / container storage
	


Please provide a rating (mark the appropriate box) on the company who has provided repeated service for your establishment: 
	Rating scale is
	10 = Superior
	7 = Above Average
	5 = Average
	3 =  Below average
	N/O = Not observed 

	Responsiveness / Punctuality
	
	
	
	
	

	Efficiency / Problem Resolution
	
	
	
	
	

	Customer Service / Helpful
	
	
	
	
	

	Knowledge of Skills / Experienced
	
	
	
	
	

	Accurate Estimates
	
	
	
	
	

	Accurate Invoicing
	
	
	
	
	

	Cost effective
	
	
	
	
	


Additional Comments:
4 BID EVALUATION

4.1 EVALUATION conference
To aid in the evaluation process, after bid opening, the state may require individual bidders to appear at a date, time and place determined by the state for the purpose of conducting discussions to determine whether both parties have a full and complete understanding of the nature and scope of contractual requirements.  In no manner shall such action be construed as negotiations or an indication of the state’s intention to award.

4.2 EVALUATION
The purpose of the evaluation is to ensure basic criteria are met and the highest levels of responsible and responsive vendors are selected.  The evaluation will be conducted in three areas as described below:

A. Pass/Fail criteria.  The pass / fail portion of the evaluation is based on:
	1A
	Requested documentation referenced in the IFB & amendments completed and submitted by the bid opening date & time.

	2A
	Current operating licenses and permits for services offered, to operate in Washington State.

	3A
	Possess current access to Email and FAX communications.  Bidders must be able to receive information or instructions and respond to relocation requests or queries within 24 hours (excluding weekends and state holidays).

	4A
	Five (5) References submitted to OSP directly from the customer.  References are used to determine past performance.  To be considered responsive the references must be received on or before 24 hours past the bid opening date (example if bid opening date is 11/16/06 all 5 references must be received at OSP by 2:00 PM on 11/17/06).

The State reserves the right to verify and consider actual level of performance on any reference received and reject references not considered to be of similar scope for a typical state relocation or submitted references that receive a “below average” rating.

	5A
	Vendors successfully passing this portion will proceed to the next level for continued evaluation.  Vendors who fail this portion will be deemed non-responsive and no further consideration will be given for award.


B. Technical Information.  Weighted criteria; Maximum points 40, Minimum points 20).  Vendors obtaining the minimum points will be forwarded to the next level for continued review.  Vendors who do not meet the minimum points will not proceed to the next level of evaluation and will not be considered for possible contract award.
C. Management Information.  Weighted criteria; Maximum points 60, Minimum points 30).  Vendors obtaining the minimum points will be forwarded to the next level for continued review.  Vendors who do no meet the minimum points will not proceed to the next level of evaluation and will not be considered for possible contract award.
D. Calculation of weighted criteria.  The points obtained from B and C above will be totaled to determine the highest number of points.  Vendors obtaining the highest number of combined points will be reviewed for regional service and will proceed to the next level of evaluation.
E. Pricing.  We are seeking reasonable and responsive pricing.  Only bids reaching this level of evaluation will obtain price consideration.  Pricing from vendors will be separated into appropriate regions based on carrier warehouse locations.  Pricing will be used to establish an average discount per region through a standard deviation process.  A target discount will be calculated from discounts collected minus one standard deviation.  The Standard deviation shall be rounded to the closest whole number. 
Example and explanation of Standard Deviation:

	Vendor
	Discount Provided for Region X
	Discount minus average discount
	Square of Discount minus average

	Vendor A
	28.00
	-4.83
	23.36

	Vendor B
	35.00
	2.17
	4.69

	Vendor C
	33.00
	0.17
	0.03

	Vendor D
	36.00
	3.17
	10.03

	Vendor E
	40.00
	7.17
	51.36

	Vendor F
	25.00
	7.83
	61.36

	Average Discount
	32.83
	Total Squared Values
	150.83

	Total Squared Value/by Number of Vendors = average squared value 
	25.14

	Square Root of the average squared value equals One Standard Deviation
	5.01
Rounded to 5*


Vendors in RED do not meet the target discount (in this example target discount is 35 percent calculated by deepest percent of 40 less the Standard Deviation of 5) and would not be considered for award.  Two bids per region at or closest to the target discount will be selected for award.
Formula for above Standard Deviation is: Vendor discount minus average discount.  Square these numbers (to change negatives to positives).  Total the squared numbers and divide this number by the total number of vendors.  The square root of this number is One Standard Deviation.  Mathematical formula for Standard Deviation is:


[image: image1.emf] 


4.3 award

Award will be made to the vendors who provide the best value based succeeding through the criteria of the evaluation as described above.  It is our intent to award to a minimum number of two companies and a maximum number of three companies per region.  The state reserves the right to inspect warehouse locations prior to award and to award in the best interest of the state an equitable contract with the highest quality of service at reasonable discount rates.
A carrier/company may be awarded in both categories of Household goods and office relocations, as well as in more than one zone.  Awarded carriers will be fully responsible for sub-contractors’ however, any listed subcontractor must also meet contract requirements.
Awarded carriers will be selected for the region where their current warehouse resides.  A carrier is required to provide service to all of the counties within a region.  The regions are as follows:

	#
	Region
	Counties in Region

	1
	Eastern
	Adams, Ferry, Lincoln, Pend Oreille, Spokane, Stevens, and Whitman

	2
	North Central
	Chelan, Douglas, Grant, and Okanogan

	3
	Northwest
	Island, King, San Juan, Snohomish, and Whatcom

	4
	Olympic
	Clallam, Grays Harbor, Jefferson, Kitsap, Mason, Pierce, and Thurston

	5
	South Central
	Asotin, Benton, Columbia, Franklin, Garfield, Kittitas, Walla Walla, and Yakima

	6
	Southwest
	Clark, Cowlitz, Klickitat, Lewis, Pacific, Skamania, and Wahkiakum


5 CONTRACT REQUIREMENTS

5.1 RETENTION OF RECORDS

The contractor shall maintain, for at least three years after completion of this contract, all relevant records pertaining to this contract.  This shall include, but not be limited to, all records pertaining to actual contract performance from the date of contract award.  It shall also include information necessary to document the level of utilization of MWBE’s and other businesses as subcontractors and suppliers in this contract as well as any efforts the contractor makes to increase the participation of MWBE’s.  The contractor shall also maintain, for at least three years after completion of this contract, a record of all quotes, bids, estimates, or proposals submitted to the Contractor by all businesses seeking to participate as subcontractors or suppliers in this contract.  The State shall have the right to inspect and copy such records.  If this contract involves federal funds, Contractor shall comply with all record keeping requirements set forth in any federal rules, regulations, or statutes included or referenced in the contract documents.

5.2 REPORTS

The contractor(s) must provide the following report(s) to Office of State Procurement.

5.2.1
Sales and Subcontractor Report

A quarterly Sales and Subcontractor Report (attached) shall be submitted in the format provided by the Office of State Procurement.  You can get the report electronically at http://www.ga.wa.gov/PCA/forms/usage.doc.  Total purchases for each State Agency, University, Community and Technical Colleges must be shown separately.  Total purchases for all political subdivisions and non-profit organizations may be summarized as one customer.  Additionally, all purchases by the State of Oregon or other purchasers must be reported as an aggregate total.  The report shall include sales information (Section A) and amounts paid to each subcontractor during the reporting period (Section B).
Reports should be rounded to nearest dollar.  Contractors will be provided with all necessary sample forms, instructions, and lists.  Reports are due thirty (30) days after the end of the calendar quarter, i.e., April 30th, July 31st, October 31st and January 31st.
5.2.2
State Traffic Manager Required Report

This report will is required to be submitted electronically on a quarterly basis to the State Traffic Manager.  The format and design of the report will be negotiated between the State Traffic Manager and the awarded carriers.  At a minimum information to be reported will be type of moves (office or household goods) hourly or mileage, weight of mileage moves, SIT & duration of such.
6 SPECIAL TERMS AND CONDITIONS:
6.1 PRICING AND ADJUSTMENTS

Unless otherwise stipulated all bids must include unit prices and extensions where applicable and be otherwise in the format requested.  All bid pricing is to the cost of bid preparation, servicing of accounts, and all contractual requirements.  Pricing discount level; which remain fixed throughout the completion of a move (except permanent storage & cartage there from) shall remain firm and fixed for the initial term of the contract.  Tariff rates will fluctuate per WUTC authorization.
6.1.1 After the initial term of the contract adjustments in discount level may be considered provided the request for adjustment is filed with the contract administrator 45-calendar days prior to rate adjustment implementation and be submitted with documentation to support a rate adjustment and not produce a higher profit margin than that established in the original contract pricing.
6.1.2 Authorized accepted rate adjustments will then remain firm and fixed for a period of no less than 365 calendar days.
6.1.3 Should WUTC authorize changes in Tariff rates that produce a higher profit margin (from date of award) for the awarded carriers, the discount level shall be adjusted to maintain an equal profit martin.

6.1.4 During the term of this contract, should the contractor enter into pricing agreements with other customers providing greater benefits or lower pricing, contractor shall immediately notify OSP to amend the state contract discount rates within 45-calendar days to provide similar pricing to the state if the contract with other customers offers similar usage quantities, and similar conditions impacting pricing.
6.2 relocation assignment

The hiring agency will contact the appropriate carrier awarded per region based on the origin location of the move assignment.  Contact by agency may start with a phone call, but the move will not be considered assigned to the carrier until the carrier receives, in writing (by email or FAX or by mail) the move details.  The hiring agency will provide a tracking number (field order, purchase order, or requisition number), invoicing information, and (if a household goods move) a copy of the A33 relocation authorization form that contains pertinent shipper information.  The carrier will not accept a relocation assignment directly from a shipper or a relocation assignment given by telephone.  Only customer staff, with the designated authority to assign a move, may be allowed to submit relocation requests.  If there is any question as to whether or not a move request has been submitted properly, the carrier shall contact the hiring agency directly for clarification.  Shippers being relocated under the terms of the contract may NOT assign their move directly through the carrier.
A carrier accepting a relocation assignment without the appropriate documentation and assigned hiring agency tracking number may not receive payment for services rendered.  If this situation repeats itself, the carrier may be removed from the contract.  A carrier may turn down an office move based on a full schedule where the hiring agency is not able to change their move dates.  A carrier may turn down a household relocation based on a full schedule.  However, if a carrier turns down three (3) consecutive move requests (regardless of office or household) the carrier may be removed from the contract.

6.3 CONTRACTOR PERFORMANCE

6.3.1 General Requirements: The state, in conjunction with purchasers, monitors and maintains records of Contractor performance.  Said performance shall be a factor in evaluation and award of this and all future contracts.  Purchasers will be provided with product/service performance report forms to forward reports of superior or poor performance to the State Procurement Officer.
6.3.2 The carrier will provide the hiring agency an electronic version or a hard copy of a “Contractor Report Card” to be submitted directly to the Office of State Procurement.  The report card at a minimum shall have the following information included:
· Type of move (office or household)

· Hiring agency name and assigned tracking number

· Date of move

· Ratings on the following with rating scores of 5 through 1 with 5 being the highest:
a) Punctuality

b) Efficiency/Professional

c) Customer Service

d) Damage

e) Problem Resolution

f) Would you recommend using this company?

g) Additional comments:

6.4 PURCHASING CARD ACCEPTANCE

In an effort to streamline the purchasing and payment process, the State is encouraging agencies to use the state contracted purchasing card to facilitate small dollar purchases.  While at the present time, it is not mandatory that contractors accept credit card purchases, we encourage all state contractors to consider this alternate payment process.  Please indicate in Bid Submittals which card(s) you presently accept and payment discount you may offer the state.  The current card available for state agency use is a VISA product.  Payments made through the credit card will be subject to “prompt payment discount.”
6.5 BIDDER COMPLIANCE

The State reserves the right to consider the actual level of bidder’s compliance with the requirements specified in this IFB, and to consider a bid responsive if it substantially complies with the state’s intent relative to overall bid requirements and specifications.

6.6 ESTIMATES

The carrier is to provide the hiring agency, two (2)-business days after the site visit a non-binding estimate as defined in WUTC Tariff 15-B and subsequent issues thereof.  There will be no charge for the site visit or for providing a cost estimate regardless the type of relocation intra or local.
6.7 Inventory Sheets

Inventory sheets will be completed on all intra relocations at no additional cost for time preparation.  A hiring agency may request inventory sheets be completed on local household or office relocations.  The carrier may apply a maximum two hour fee, subject to discount for this service.

6.8 cancellation fee

Should the hiring agency or a shipper elect to cancel a scheduled relocation within twenty-four (24) hours of the arranged pack/load date, the carrier may invoice the hiring agency a cancellation fee of $75.00 plus materials that have been supplied and utilized.
6.9 Customer responsibilities

The hiring agency and its shipper have responsibilities and restrictions they are liable for, such as:

· Hiring agency is responsible for assigning a tracking number prior to contacting the carrier to assign relocation 

· Hiring agency is responsible for assigning the relocation directly to the carrier.

· Hiring agency is responsible for audit of the invoicing documents prior to submitting payment to the carrier.  The level of the audit is at the hiring agency’s discretion.  They have many audit options available to them.

· Hiring agency is liable of notifying the carrier in writing or by email of a disputed invoice.  The carrier has 15 calendar days to respond to the disputed notice by issuing a correct invoice or by providing documentation that substantiates the original charges.

· Hiring agency is liable for processing payment in full within 30-calendar days from receipt of an accurate invoice; failure to do so may result in a late-penalty invoice of 1% per the accrued unpaid balance.

· The shipper (employee in a household goods move) is liable for reading and understanding Moving Guidelines as posted at: http://www.ga.wa.gov/PCA/moving.htm (The carrier is encouraged to become familiar with the states regulations and restrictions.  Failure to do so may result in the carrier performing services for non-payment).
· The shipper is liable for selecting either a state assigned move (subject to the terms & conditions of this contract) or a self-move.  A Self-move is where the shipper may hire a carrier directly, or rent moving equipment (such as Budget, U-Haul etc.) pay directly the costs not associated with the terms conditions or pricing of this contract and then seek reimbursement from the hiring agency. 

· The shipper is liable for signing the appropriate documentation and for noting any discrepancies on the inventory sheets.

· If the shipper is contesting carrier charges, the shipper is responsible to place their concerns in writing and submit them directly to the hiring agency.  The hiring agency or Office of State Procurement will notify the carrier of the shippers concerns.  The carrier will have 15 calendar days to respond in writing.

· The shipper is liable for the transportation of their auto, live plants and animals.  They may ask the carrier to provide this type of service.  If the carrier agrees, the shipment will be as a COD with payment directly from the shipper to the carrier.  The state will not provide payment for unauthorized shipments.
6.10 discount requirements

The carrier/company will be able to offer a bottom line discount for household good shipments and a bottom line discount for office good shipments.  The discounts from one type to another (household or office) may vary.  The discount level accepted will be a bottom line discount regardless of distance, size or services and products provided for that move.  Bottom line discounts will not apply on requested insurance valuations in excess of the listed (Household goods at valuation of $5.00 per pound per article up to $75,000) or in excess of the listed $1.20 per pound per article on Office goods.  Bottom line discounts will apply on all other charges.
6.11 valuation
Insurance valuation for Household goods moves shall be based on replacement cost coverage with no deductible to provide full value replacement coverage for the customer and a maximum carrier liability up to the declared value (not to exceed $75,000.) or $5.00 times the net weight of the shipment, whichever is greater; at no additional cost to the state.
Insurance valuation for Office goods moves shall be based at $1.20 per pound per article at no additional cost to the state.  The carrier shall provided additional requested insurance for a higher dollar limit, as set by the hiring agency, for high intrinsic valued items.  The cost of such shall be a pass-through cost with a copy of the carrier charges submitted for payment of such.
6.12 Invoice requirements

Local relocation invoices are to be submitted directly to the hiring agency.  Invoice information must include the Contract number, the hiring agency assigned tracking number, mileage from origin to destination, total number of hours, number of crew, (per day if multiple days), additional service costs rendered, subtotal of costs, separate line item indicating discount amount, and total cost.
Intrastate relocations invoices are to be submitted directly to the hiring agency.  Invoice information must include the Contract number, the hiring agency assigned tracking number, Subtotal of costs, separate line item indicating discount amount and total cost.  Bill of lading, Accessorial sheets, Inventory, Certified Weigh Scale Slips, any 3rd party receipts, a copy of the estimate.
All invoicing and documentation supporting such must come from the awarded carrier.  Invoice documents will not be submitted from a subcontractor or affiliated company.  Inaccurate invoices or inadequate documentation will result in payment being suspended and the carrier notified in writing requesting a corrected invoice.  An excess of 3 percent during a twelve (12)-month period of inaccurate invoice documentation may result in removal from the contract.
6.13 payment terms

The carrier should invoice the hiring agency within thirty (30)-calendar days from the relocation services.  If a relocation is broken into phases (example: household goods move transported from origin into SIT would be phase 1, then for additional SIT days on a monthly basis or up to a maximum of 179 additional days would be phase 2, or for additional SIT days less up to 59 day and cartage there from would be phase 2.  Office move: assigned to be done for multiple origin locations into a single destination may be invoiced at the end of each phase if the entire move is scheduled to take more than three (3)-weeks).
Documentation must support each invoice submitted.  Please note that the state’s fiscal/biennial appropriation period expires on June 30th of each calendar year.  An agency may need to have the carrier expedite invoices during this week so they may process payment no later than July 31st.  As some relocation schedules cross this specific time period, an agency may need to assign a different tracking number to the carrier in order to secure payment for the services rendered.  A change of agency tracking numbers shall not result in extra charges to the hiring agency, as the goal is to ensure the carrier receives payment in full for services rendered.
6.14 customer service surveys/carrier report cards

The carrier must provide the shipper or hiring agency a hard copy or an e-mailed version of a carrier report card.  The shipper or hiring agency should submit the report card to the OSP.  Report cards submitted directly to the carrier shall be forwarded within 15-calendar days to OSP.  OSP will notify the carrier of the “averaged score within 15-calendar days of receipt of report card.  Excess of three (3%)-percent of negative report cards in a twelve (12)-month period may result in removal from contract.  Report card sample where averaged rating = Superior (6):
	Ratings:  10 = excellent, 8 = Superior, 6 = Above Average, 4 = Average, 2 = Poor, N/A = not applicable

	Description
	Rating

	Efficiency / Knowledge of Skills
	8

	Customer Service 
	6

	Professionalism prompt replies
	4

	Punctuality
	8

	Problem Resolution 
	4

	Loss or Damage
	n/a

	Would you recommend this company to
	yes

	Additional comments:
	Wonderful to work with


6.15 premises damage

The carrier is fully responsible for any damages at origin or destination to the premises incurred during the relocation as a result of carrier negligence.  Carrier will take appropriate measures to protect the entranceways, corners, walls, stairwells, elevators and grounds.
6.16 Scheduling Moves

Once contacted by an authorized hiring agency, the carrier will contact the shipper or designated contact person in an office move, within two (2)-business days to schedule a site visit, meeting both parties’s schedules to obtain information required for cost estimates.
6.17 Estimates

Cost/weight estimates will be presented in writing within two (2)-business days after the actual date of the site visit; to the shippers hiring agency via e-mail or FAX.

6.18 Pack/load dates

Pack/load dates will be reserved in the carriers schedule within two (2)-business days after the cost estimate has been completed based on the requested move date excluding weekends and state holidays; (unless selected for carrier convenience where standard rates will apply) regardless of the size of the load.
6.19 Window of delivery

Regardless of load size or time of season the window of delivery will not exceed two (2)-business days from the day the load leaves the origin site, excluding weekends and state holidays (unless selected for carrier convenience where standard rates will apply), and or requests for SIT.
6.20 State funded allotments

Pertains to Household Good moves, a hiring agency may impose limits less than the maximum allotments.  If they do, the imposed allotment responsibility is between the hiring agency and the shipper.  The hiring agency is liable for payment to the carrier in full and seeking reimbursement from the shipper for costs in excess of the imposed allotments.  The ONE exception is when shippers’ goods are transferred from SIT to permanent storage, in which the hiring agency is NOT responsible for any costs including delivery associated with permanent storage.  Maximum allotments include:

· 15,000 pound shipment and reasonable packing material for such.

· SIT for 60-calendar days
· Cartage from SIT within 180-calendar days starting on the 1st day of SIT.

· One extra stop at origin or destination within a 35-mile radius of origin or destination.

· Disassembly & re-assembly of indoor household items.

· Reasonable unpacking services (typically limited to crates, mattresses, pictures, and mirrors)

· Crating services for slate top items, glass top items and household items that cannot be transported securely in standard packing material.

· Up to $75,000 valuation for household goods items

· Debris pickup (packing material only) on goods unpacked by shipper, scheduled within 30-calendar days of delivery.  The shipper must breakdown the cartons, placing them in an area protected form the weather.  The carrier has 30-calendar days after request to schedule pickup and will be allowed a maximum charge of two (2)-hours for truck & driver.

6.21 non-allowables.  what may not be paid for from state funds

6.21.1
Animals and articles of sentimental or high intrinsic value (defined as an item where value exceeds $100.00 per pound).  The employee is to personally arrange for and pay the cost of transportation of items such as jewelry, ammunition, negotiable, and collectors’ items.
6.21.2
Excessive hobby material and equipment, farming equipment, automobiles, motorcycles, boats, airplanes, camping vehicles, and mobile homes which are not the primary residence of the employee, explosives and other dangerous goods, property liable to damage the mover’s equipment or other property, perishable foodstuffs subject to spoilage, building materials, fuel or other similar non-household articles.
6.21.3
Wrecker services necessary to place a mobile home in position for over-the-road movement; tire failure, temporary carriage or the installation of a removable undercarriage; movement or replacement of outside fuel tanks; and any costs incurred to bring the mobile home up to safety requirements for over-the-road movement. 
6.21.4 Penalties imposed by a carrier, rental agency, or mover as a result of negligence by the employee.

6.21.5
Maid service or other third party convenience or services of a similar nature.

6.22 historical furnishings moving protocol

Our original State Capitol furnishings are located in numerous office buildings.  They are valuable and sometimes fragile State assets.  When being assigned office relocation you should always inquire of the hiring agency to determine if any of the items being moved are “Historical Furnishings.”  Anyone involved in moving historic furnishings of the Washington State Capitol you are liable to adhere to the following protocol. 

6.22.1
Prior to moving furniture: 
· Movers must remove from their person and clothing any items that will snag or scratch the furniture, like rings, watches, key chains, or pens protruding from pockets.

· Remove all books and materials from shelves and drawers of cabinets, desks and tables.  

· Lock all cabinet doors so they will not swing open while being moved. To secure a door that will not lock, tie a soft string around the entire object, ensuring that the string does not rub or abrade the finished surface especially at corners.

· Remove all drawers and removable shelves from cabinets, desks and tables.

· Pad glass doors or windows, using soft string.

· Remove all REMOVABLE pieces and any ornamental detail or trim that is not attached in a secure way. This may include finials, broken feet or pieces of trim, hardware or ornamental details.  Each item that is removed should be tagged with complete identification/location, packed with padding way and kept with the piece of furniture from which it came in order to be re-attached after the object has been moved to its end destination.  

· Ensure that the route of travel to be used is of an adequate size, is free of clutter and that there are places that are clear of obstructions where the piece can be set down.  Take measurements if necessary.

· Make sure that every portion of the piece is firmly attached to the rest of the structural framework before lifting any piece of furniture, particularly heavy pieces.

6.22.2
Do NOT do any of the following:
· Lift a chair by the arms or legs.  Grasp it by the sides of the seat.
· Ware gloves when moving furniture, glazed ceramics or glass as they will reduce ability to grip and may cause hands to slip on a polished surface.
· Attempt to move anything larger than a small side chair with fewer than two people.
· Push a piece of furniture across the floor. Even when positioning a piece, always lift and move; do not push, turn or torque the furnishing.
· Lay a piece of furniture down on its top or side. If a piece must be laid down, it may be temporarily laid on its back, but the floor should be padded with movers’ blankets. This is particularly important if the piece is being laid on its back in the mover’s truck.
· Stack furnishings on top of one another.
· Attach labels, tags or anything else to finished surfaces (including leather) with tape of any kind.
· Move anything you are not confident you can handle safely.  If you think it needs special attention, contact the OSP.
6.22.3
DO the following:
· Use a four-wheel cart for moving heavy objects; however, it should be padded with movers’ blankets to absorb shocks and protect the finish of the furnishing.
· Provide water-protective covering when moving furnishings in inclement weather.
· Roll several movers blankets together to serve as padding between the inside walls of the vehicle and the piece.
· Pad between each piece with movers blankets for protection when several pieces of historic furniture are being moved at the same time, fitting the smaller pieces around the larger pieces.

· Secure furnishings inside the mover’s truck by using rope tied to cleats attached to the inner truck wall and around the furnishings.  There must always be a movers blanket between the furnishing and the strap that secures it.

6.23 Exceptions to WUTC Tariff 15-B

The following WUTC Tariff 15-B “Items” have exceptions that will apply to the terms and conditions of this contract:

6.23.1 Item 05, Application of Tariff:  Will include the transportation of OFFICE goods.

6.23.2 Item 90, Carrier Liability for Household Goods and Customer Valuation Option.  Unless the shipper is using their “Homeowners Policy” to cover their items being transported; language will read “Replacement Cost Coverage, with No Deductible.  Provides full value replacement coverage for the customer and a maximum carrier liability up to the declared value (maximum $75,000.) or $5.00 times the net weight of the shipment whichever is greater.  This will be provided at no cost to the state.”
6.23.3 Item 90, Carrier Liability for OFFICE Goods.  Unless a hiring agency requests “Additional Insurance” listing the full value of items being transported, language will read “Replacement Cost Coverage with No Deductible.  Carrier provides coverage at $1.20 per pound, per article, at no cost to the state.  In case of loss or damage, the liability is $1.20 times the net weight of the lost or damaged goods.”
6.23.4 Item 100, Storage-in-transit (SIT).  Language for Household Good shipment change the “90 days” as referenced in the Tariff to reflect 180-calendar days or less pending further transportation.”
Permanent storage.  Language for Household Good shipment change the ”90 days” as referenced in the Tariff to reflect 180-calendar days.”  Once shippers’ household goods transfer from storage-in-transit to permanent storage (on the 181st-calendar day) the carrier will need to obtain a contract between the shipper and themselves for permanent storage costs, insurance coverage of such, and for delivery from permanent storage.  The hiring agency will NOT pay permanent storage costs or delivery there-from.  Delivery from permanent storage must be performed as a COD. 
6.23.5 Item 100 1-A Transporting shipment from origin to warehouse.  Language to read “Charges for transportation are determined by using Item 200 (mileage rates) for shipments moving more than 35 miles.  Shipments  moving in/out of carrier warehouse where the distance is 35-miles or less will utilize mileage weighted rates reduced by sixteen (16%) percent from the maximum band rate listed for a load with a distance between 35 and 40 miles.  The accepted bottom line discount will apply to these rates.  Exception to this rating structure will be when a shipment becomes permanent storage.”
6.23.6 Item 120, Minimum Charge. Language to read “A minimum two (2)-hour truck and driver charge will apply on shipments less than 35 miles.  A minimum weight of 4,000 pounds will apply on shipments exceeding 35-miles.”
6.23.6
Item 230 Hourly Rates, #6 to read “When transporting a single shipment, the carrier may bill the customer the time beginning when the moving vehicle leaves the carrier’s terminal, or other location of the vehicle, (whichever is closest), to the origin of the shipment, until the time the vehicle returns to the carrier’s terminal or is dispatched to another job.  Vehicles and employees used for that job assignment will be allowed a MAXIMUM of one (1)-hour total travel time to reach the shipment location when the origin site is within the same county as the carrier’s warehouse. When the origin location is outside of the carrier’s warehouse county, a MAXIMUM of two (2)-hours total travel time will be allotted.
Washington State Department of General Administration 
Office of State Procurement, PO Box 41017, Olympia, WA 98504-1017

The State of Washington is an equal opportunity employer.  To request this information in alternative formats call (360) 902-7400, or TDD (360) 664-3799.
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